
Data Breach Notification 

Date: [Insert Date] 

To: All Employees 

From: [Your Company Name] 

Subject: Important Notification Regarding Data Breach 

Dear Team, 

We are writing to inform you of a data breach that has occurred within our organization. This 

incident involved unauthorized access to certain sensitive data, and we believe it is crucial to 

communicate transparently with you regarding this matter. 

Details of the Incident: 

• Date of Breach: [Insert Date] 

• Type of Data Involved: [List data types, e.g., names, social security numbers, etc.] 

• Action Taken: [Briefly describe actions taken in response to the breach] 

We have already initiated an investigation and are taking steps to mitigate the impact of this 

breach. The security of our employees' information is our top priority, and we are working 

diligently to enhance our systems to prevent future incidents. 

If you have any questions or need further assistance, please reach out to our HR or IT 

department. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


